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T. INTRODUCTION: 


WELCOME TO IcuANACON. UNLESS SOMETHING BIZARRE HAPPENS BETWEEN THE ` 
WRITING OF THIS ÜPERATIONS MANUAL. AND THE OPENING OF THE CONVENTION 


) WE LOOK TO HAVE THE LARGEST ATTENDENCE OF ANY WoRLD SCIENCE Етсттон 


CONVENTION YET. We HAVE over 4,200 PREREGISTERED, AND LOTS OF 
LOCAL PUBLICITY, Ir,s QUITE POSSIBLE WE MAY GO OVER THE 5, 000 - 
ATTENDING, AND DON'T HAVE A HEART ATTACK IF THE NEWS COMES DOWN | 
THAT we've HIT 6,000, WE MAY. Tuis NATURALLY, WILL UP THE AMOUNT ОЕ 
WORK FOR ALL OF US, AND THE BURDEN OF IT WILL FALL ON T 
AS. THE DEPARTMENT THAT PICKS UP THE PIECES; | 

| WE ARE PROBABLY THE MOST SPREAD out WonLDCoN YET, WE HAVE 
“REGISTRATION, THE INFORMATION DESK, HEADQUARTERS, THE FILM PROGRAM 
(EXCEPT ON SUNDAY) THE AUTHORS FORIMS, AND SOME SMALL AMOUNTS OF 


PROGRAMMING IN THE HYATT (MOST NOTABÉY, THE BANQUET, THE OPENING AND j 


CLOSING CEREMONIES, AND THE FAN CABARET AT NIGHT). MosT IMPORTANTLY 
то YOU, THE НҮАТТ RUSSELL A,B,& C ROOMS ARE CONVENTION HEADQUARTERS, 
= THE ADAMS HAS THE MAJORITY OF OUR PROGRAMMING, INCLUDING THE NEOFANS 
l ROOM, ROOM OF OUR OWN, AND THE FILMS on SUNDAY. THE Civic PLAZA 
CONTAINS THE ART SHOW IN THE FLAGSTAFF Room, THE HUCKSTER Room IN THE ~ 
EXHIBIT HALL, AND THE REMAINING PROGRAMMING. THE ONLY OTHER FUNCTION 
SPACE WE HAVE IS THE GoLD ! Room OF THE RAMADA INN, FOR BABYSITTING 
_ (їн ADDITION TO THE BABYSITTING ROOM IN THE HYATT,), NUR GUESTS ARE 
SPREAD THROUGHOUT THE "ҮАТТ (550 ROOMS AT PEAK), THE Apams (520 AT 
PEAK), THE RAMADA INN (75 ROOMS), AND THE SAN CARLOS (100 ROOMS) ,. 
ALL OF THE ABOVE ARE BOOKED SOLID. As WELL, WE ARE PASSING OVERFLOWS 
ON TO THE RAMADA Inn RESORT 5 MILES DOWN ON VAN PUREN, AND THERE ARE. 
VARIOUS TINY MOTELS AROUND THAT WILL DOUBTLESS CONTAIN PEOPLE, ` 
PARTIES WILL PROBABLY BE CHIEFLY IN THE ADÁMS AND en BUT WE CAN. 
ANTICIPATE ELSEWHERE IN SMALL QUANTITIES. 


t 


„зб, 


IT'S GOING TO BE VITAL FOR US, AS STAFF, TO WORK TOGETHER. AS 
-SMOOTHLY AND CLOSELY AS. POSSIBLE, DESPITE PERSONAL: AND/OR POLITICAL 
DIFFERENCES, IF WE WANT. THIS CoN TO COME OFF WELL, 

THIS Con WILL RETAIN OST OF IT'S OPERATING PERSONNEL FROM OUTSIDE 
PHOENIX. MANY OF YOU WILL KNOW EACH OTHER, MANY OF YOU WON'T, TRY AND- 
TAKE TIME TO GET TO KNOW EACH OTHER, FIND OUT WHO THE OTHER PERSON IS. ` 
TRY NOT TO STEP ON SOMEONE'S TOES, JUST BECAUSE THEY'RE A MEMBER ОЕ THE 
BIDDING COMMITEE COMPETING WITH YOU--YOU'LL PROBABLY ALL HAVE TO WORK 
TOGETHER ON THAT TOO, SOME YEAR. REMEMBER THAT THIS IS THE PHOENIX | 
WORLDCON, 


` AW. 
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II. Philosophy 

(Azistotle is better than Plato, Thomas is better кан. 
Augustine, Nozick is better than FUNIS; Rand is better the Rothbard, 
Kant is тібі жау to be preferred over koc RUE 


The convention is for the fans. "Despite che fact that attendance 


is becoming very дә, we believe that а convention shouga be relaxed 


and personal, with виа оп small-scale events and par eona: 
interaction, Ci eket than on — nass-handling of fans." 

-The Phoenix Worldcon booklet, p. 6. 

The essential ‘things to remember are that the cbnvantión: is BUM 


put on for the benefit 26 the attendees, and that anything which 


gets in the way of people paving a good time at their convention is not 


only СОСОТ but Wrong. Personal power “тірші” and secrecy 
L - sf "N Z 


| # rie ; 
are to be avoided. Establish the amount of authority you need to do. 


your job-no more, no less. Do your job. Avoid obstructing others in the 
performance of their jobs. 
Do good. Avoid Evil. Throw a room party. 


| 
It із the devout hope of the Kumquats that operations will 


entirely inv£sible at this Worldcon. If everything goes anbothiv: 


‘no convention attendee wi ever nates to come im contact with any of us 


(1 


except at wonderful parties whereat we will all have a good time. 
We are planning things so that everything can fall apart and we will 


Still be able to hold it together;-we are BRESUNERSTONEME planning 


for the worst contingencies posee Tues we are hoping optmistically 


that nothing will go wrong, and that the aforementioned parties will 
be attended by alr of us. Right. Anyway, convention attendees should 


aot notice that there are people with radios at their waists running 


around. Be unobtrusive. Do not ever be pompous or sélf-important. 


hee t í Io 


Solve as “many problems as реке at the lowest level possible 
but don' t be afraid to ask for help when you need it. Xt will be 
available. 
| Remember, operations staffs aid not exist at Worldcón till MAC. 
xe only reason Moridcond need them now is to catch кога апа things 
from falling between the cracks. re a department is running well without 
help бун us, let it alone. Don't iütesferb with something that's 
working properly, even if yeu (EREHK it's in your bailawick. Tell 
но des It and leave it alofiae.....:. 4 | 


When nothing else is happening, everyone is a gopher. No 


) i 
exceptions. 


`. 


IIIi Outline of Scope of Operations. 
Operations co-ordinates the operating of the convention (bec 
(diagram). те watches for the things that fall thru the cracks of the 
Bikes seis t зен»; and picks up the pieces af any problems that can't 
otherwise be solved. We troubleshoot, problem-solve, and in general try 
to "keep things — ] 
A. "atis edordinates the convention, and Headquarters co- 

eens nikon the coordination. Headquarters will be running 24 hours a 
Bay for the run of the convention. Russell C will serve as Treasury 
office and will Be; 0ff Limits. Russell B. will have the radio Бала 
station and will serve as Duty HQ for troubleshooting. The shift : 
supervisor will axe out of Russell B. Russell A will have everything 
Lécluding ЖӘскарабе for other departments. (programming, Ша 22 
etc. ) Borein B is Staff Headquarteré and Staff Lounge--staff «uic be 
encouraged to hang out there, aud xl out of Operations HQ. The Staff 
HQ will Be responsible for knowing who! S doing what viles and making, 
sure that priorities of personnel are kept Straight. Operations $ 
но is ТА nerve center of the con, dt libe the interface for all 
“departments, hotels and outside interests. HQ maintains communications 
“thru pigoenhold dr әс ida ang bulletin board аппоцасавен ык, Ргез5 WALT 


referred to the Press Room in the board announcements. . Info requests 


will Ба, referred to the Infomation desk, etc. 


B. Operations motto (other than "do good, avoid evil and throw. 


a room party") is "We Maintain. We will provide communications thru 


the иан the phones, and thru совре: We dispense supplies, and 
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arrange for personnel. If someone else isn' t^ doing it; Operations ie. 


Ç Ў Yr 
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IV. Personnel Qualifications, and Responsibilities. 


Ac 1) Qualities needed inaall Operations Staff. ira dyes M s cM d 
DA a sense of responsibility ut | o 


b. self- -knowledge--the АРИ. p know what yee can do and what you 3 


бап! t and the sense to know what you can's do and pass the buck. 


í. 
} 


е. Tact and Calmness--to be inis to [TS your cool and your eub 


i$ almost any оол а по matter how obnoxious a person you' re 


dealing with. or impossible a situation. Cope; do not panic. 


№ 
di Ability and willingness to work thru the "eniin of command, stay 


/ 


within the structures OL: organization and follow orders "when necessary. 
ө. Ability to keep your. mouth ‘ shut: when necessary--this Трейд. your 


best friends, ‘ne other oba a of your club, your roomates, etc. 


^ 
а: + 


one fia sense of humor. 
9, Ability to print clearly. : 


h. Flexibility. | 


2) All staff are | expected to follow the ту йырны 1а1а down. If. Б 


you. ‘feel you can't or that you бб. а better way, talk to a пое 
н а non-stree аі tuacion аге inform them--maybe we'll ohagi it. IN T 
THE MEANTIME, DO IT OUR ҒАН» Or inform us that you сап" t work that varo 
in advance. Staff must be dependable: to do the job they've agreed to do. 


" "All staff will eat at least two anata a day, and get 5 hrs. ‘of sleep 


f 


pat day. This is quite. serious. If you don' t you start running your 
7 


body into the ground, Toora. most of your comprtence, get irritable, ana | | 

generally become more of a pain than an asset. t£ you don' t follow this | 
“requirement you will be fixed. ah A iu ар pec x te 
Bc There will be absolutely. no drinking on duty (1-2 beers are allowable) 


по mere), a absolutely no other Kinds of enhancement. We expect ye 


to abstain for the previous 6 hours. Anyone Pound showing up fav duty 


(chemically enhanced on anything stronger than caffine. or nicotine 


(nad we E own on that) will be (fired. | i 


< 


t 
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5. When you're on the i and engaged in a saña ci Ете task, we expect 
you to get the task дола This means before stopping to talk with 

your friends, wandering through the heck sees room, stopping to check 

on a piece of programming, going to get a candy bar etc. if you're 

oe ue kind of detached duty, а wed. this sort of thing 
is of course expected. But, if SUR pm specifically supposed to be 
Ойун sauetning, you damn well better get it done and reported 
back that it is done, before you do айту ха: If you are unreliable 
we have no choice other than to relieve you, since you aie no use to the 
staff then. | 

6. А11 staff will keep headquarters informed of what they're doing, 
where and when. aperi back when you've done something, make sure we 


know you're doing off duty, and where you're reachable. Supervisory 


4 


^ personnel and Concom will be required to log in and out of HQ. 


B) Operations Sections. 
1. Information Desk 
a. Staff | "cs Dun : ба | Š 
1. Information Desk Head--Bob c 

a. Responsible to Director of Operations thru shift supervisor. 

b. On call 24 hrs. 

с. Over-all responsibility for running of information desk. Keeps 
it. going, makes sure it's continually staffed, and that all necessary 
reference materials are екл. Responsible for passing buck higher. 

2% Information Desk Staff. 

кейрек: to Information Desk Head. 

b. 2 hour shifts,.at TM Es day. 

c. какына for баак Касёпв with attendees, giving out reference 
ыы. раза ре dh necessary info to attendees, раве а buck on up 
to information desk head, or his designated supervisors. 


d. Must be polite and courteous, and incredibly patiente 


b) Supplies T Dod К : : ў p rx ч : . E 
1. Reference materials: telephone books, lists of commitee, lists 
of staff, programs, hotel maps, lists of local restaurants, local hotels : 


Phoenix жасадым TORY hospital information ,hotel DEUM etc. 





22. бекен! valkimctalkid "er info requests to HQ, pencils to give out. 


Scratch pada and pens for е nobatione and messages. i 


A \ 
с) Policies 2 | 





ean isis of the Information Desk is, of course, to be as courteous 
as possible. This, s... registration is where we the Sonvention comm- 


= J y 


ittee will be having our ТАРЗӘНЕ ee ‘contact with еве attendees. Mu 

Much of how they feel about the convention will depend o on how they feel 
МАМАМ tis staff they've dealt with. о they find us 5 to be polite, си 
апа trying hard, they'll feel good. Lf they catch us feeling iapatlent 


C Or nasty, they'11 think we're shits, and that so is tha convention. In 
j ^ 3 1 ç б 


px: general, be as solicitous as possible ask if you can be of any help. 


Try your hardest to help. Use your brain, be creative, don t duet Be 

ong thing go hy with an "I duuno", and turn then away. дак other pearde с 
try to get other imput, pass vee robles on up саега. You'll 
be dealing with obnoxious poobla. арнала People; drunk se oii. people. 


) 


who think | MAS can walk all over you. We des t expect you to let them VR E 
but make every effort to extend them every courtesy--then if there! s 


any problem call your supervisor in, and they may wall for a; troubleshooter. | 


v 





а) ecific Problems and Policies 


d Hotel complaints (about people's rooms, or proprie with hotel 
| staff) are to be dealt with as best as рсені, апа then if you haven' s 
satisfied the complaintent, call Bill Patterson, our hotel/Guest. 


E isses. His Beeper‘ puts. иа in созд call from но. ‘Bill and his. С. 


(staff will take the problem off your hands. 


Ф MRderration problems will be passed back to the Registration 


1 


Special Problems Desk, ST Carol Hoag as Registration beum. GAG will 
be worked out. | : 

| 82 Medical problems will be handled by either informing the person 
of the nearest hospital, or informing HQ. | Under no circumstances are you 


to жылы: te treat anything . This includes putting on a band-aid. 


4. Lost and found are to' be созе to the Hotel's pwn lost and found 
(inquire at Hotel Registration) and но, for our lost and found. Do not 
give out any description of tana items. | 

5) Any complaints about SFWA or a uxofessinnal writer or member 
of brá program are to be referred to uQ. 

6) is complaints about individual staff or committee nenbera Are to 
be pierced to-HO: 

7) Any complaints about Harlan are to be reférred to HQ. 

2 ; ; 

8) Any complaints about the program are to be stroked. 

9) We will not accept messages, Pgople can leave notes on bulletin 
boards. WE will Scent messages only for committee, and our GOH's. 
These are to be passed to HQ. 
| 10) Complaints about ERA are to be stroked. 

11) We will try to have a Spanish speaking person ачат Аба. Any 
language problems should be dealt with as best as possible. 

12 12) Requests for information on fandom can be referred to the Neofan's 


room in HOPI A of the Adams. Don't waste your time on these. 


Ë) ау 
In general, try а deal with a problem/complaint at the lowest 
level possible. те you can solum a ССА do it. ponte add the 
channels and your supervisor's time with things you can do yourself. 
However, if it's anything at all serious that you've salsa; log it 
aud verbally inform your supervisor. Do het neglect ibn In general, 
xo bi Баба a lot of time sapin: "that's the way to the huckster room 


that's the way to the art show, here's a retaurant list, and yes you 





A i 





7. 











ы with buch ойга. 


_ .Throw a room party. 


vt 
ee 


thru staff supervisor. ET 1 у ty 12 d 2224. 125 


кұм? 
VT 
n $ 3 t 


22! апа some ‘stroking. боп" t forget the stroking. If sonetning keeps coming | 


= N 


wee апа. there! js no. established BOAT 20 THE. it and we 111 establish one. 


4 ^ b. on call 24 hours. 
2. otel/Guest Liason--Bill Patterson ; EN iy (2 


at beable iki to Heads of Hotel Liason Section 


ке 


Б) Responsible for еа ү лы hotel/guest interaction. Deals 
2 


aieh room complaints, hotel оао hta about guests, problems of payment 

1 | ç ! Y 2 

тооп service, housekeeping, credit, etc, Try s to keep both hotel and c 
| š K i ; } 52 i ( у: 


ос) on са11 8 hrs. day on duty. and 24 hrs. in emergency. ^ Mor SM 


v» 3. Additional. Staff as necessary. 


soda Policies 
“sys ema ep mae š : 452 2 š Ж, f = y 
| ; 


‘Keep things moving as smoothly as possible. Do good. Avoid evil. P, 


SE 


сау Head uarters hs WEE 


a. Staff. 


UD т. SVE SACD nand: Pat Mueller с 


T каалон to Director and Associate Director of Operations. 


> 
$ ^ 


уга 


Чез 


b. оп duty | 8- ло. hours Ber. day. Daylight peak hours. | 





VE 


Maintain the log book. т С М t MAE. E m xm 2 
2)Hotel Liason CUM | е | bees х A 
| ; : X 2 ў 228 P 2 
а. Staff! x 7204 
pius Д | . ; Sia eh 2 
ie ms Hotel Liason Section Heads: Gary Farber and Kathi Schaefer "ur 
Б i of д 
а) Responsible for overall Beslings YARD hotels. Have policy 
(00 making authority. Deai with problems. as they cone up "A underneath. 
Deals directly with. hotel management. 
"i y 












c. Has the Pei сым, for e HQ, and keeping it. 
9 3 
running, Is ZeS дүү this for the. order of HQ, and can а sr l 


order people out if HQ is сека too crowded or noisy. Will maintain 


all paperwork not otherwise specifically delegated, and see that it 


is done,.filed peoperly, podeis and peoper. Make sure that HQ is kept 
physically straight and neat. Can ss Emergency Clean ups, and. deputize 
cleaner- -upers. Also maintains Proper use of phones, proper use of 
= work space, and checks supplies in out. Is responsible for co-ordinating 
Shopping runs with Operations Stafr Supérviísor. Will check that 
1505 axe maintained, and Raise Hell if they're not. Has authority over 


^ supplies. 


2: General HQ Staff. 


a. Responsible to Office Manager 
b. On call during duty hours; 4 hour shifts 
C. Will handle general filing, duties, typing, and paperwork. 
Will handle phones, and information interfacing. Maintain bulletin | 
‚ boards, phones requests for i gcc, us (internal and external). 
Will do general Staff work. M ) 


B. Supplies: 


typing paper | AN 
memo pads : | : 
pens and pencils 

pencil sharpener 

thumb tacks : 4 > 
tape measures 6 З am 
stapler - | 27 j ; 
. file cards 

2. poster making materials | i s ; 
10. scotch tape , ' : 21% 
11. lost and found T Un ; 
12. masking tape E NC sd. 
13. extension cords ¿> 

14. program books, pocket programs ( | : ae ew 
‚15. carbon paper ; š ча Toe, 
| 16. paperpunch : sees ; : ee NX C 
17. rulers | 
18. scissors 

19. hand trucks. : E ; 
20. electric typewriters . | j ive ae M 
21. adding machines | CENE s X | 

22. safe and lockable cabinet : 

23. polaroid camera and film / 1 i PUN 

24. Borein A has refridgerator which is to be used for sealed cans and. 
bottles only. : ee Ne b - 


* 
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Ph: sical La out and usage- 


(Russell А 15 Assigned General бейле Russell B is radio Net. Ana. Duty 


N 
! 


Headquarters. Russell C is Treasury. ПРЕ А. is merat Headquarters. 
3 X š L > ` Е > 


d HUE ! RE дас E : ET 








D. Policy ; 





The proper running a£ headquarters. is essential to the қиялын etj) 





the. con. It must K kept neat add orderly. ‘The Office Manager is 


_ rešponsibie for maintaining this running, and her authority is to be 


N = 





“responded Sec 3 SNR 5 - а = P 
: 0 t T Ç { > 2 as 





feos We one is to be allowed in any “of the но! s who із not authorised. c 


No. attendees should Бе allowed ip any HQ unless brought in w a member 













cet the. committee who checks Te with: tne shift кредо. or office 7. 


(manager. Manlsra of the conni ttik who are not specifically doing somet 
i ; ао 


| Something should dos out in the Borein Roon, not in one of the -— 


D v 








S s Russell rooms, Maubare of the committee staff who are not doing someth | 


something essential to operations should stay out of Russell Be 
This. is not. a whim of authority, büt a genuine need. for quiet 


м; 


Ea operate the radio net. No one not. specifically authorized by | 


a Treasury will at lany time be allowed in Rage lI ©? The office Manager: 


59) 


сл Shift Supervisor Retain- the сеги to ask people to leave Е 





^at any time, including any ашта personel. 








Ten Petty crab is signable by Treasury, Dir. Ops. , Ass. Dir., 


; Abg: 1 ӘНЕЕЕ рат Бор and Office Manager, Programming Director. 


) 


3. No Bulletins are to be posted in HQ without OK of Shift 


Suoervisor or Office Manager. ` a: z 


.4. Working areas are to be kept neat, and put away when not 


[> 


being used. 
| ( , 
ЭЧ All вааран taken out of чо is to'be signed out and for in 


Бисерна 109 Saar kept by office Nepegar 


6. All committee documents are confidential. 


ae 


E. Procedures | 
e Ee Phone Answering. (See Separate Phone Instructon Sheet) 
> à : 


2. Logging. E | Ü d 


a. The Phone ais to be signed #5 according to the кенне нн 


on the phone shout. 367 


b. the Radio Log is kept by radio base operator in accordance 


with set procedure. 
zl c. The equipment sign-out is kept by the Office Manager, or 


shift Supervisor when she is off duty, апа all equipment taken out of 


. 7 


the room is to be signed for with name, use, place of use and estimated 
time of return. No equipment. is to be used without authorizatóon. If | 


а supply of something runs out, bring it to the immediate attention of 


the Office Manager. ) N - 


/ d. The Committee location is to be. signed in and out by ` ( 
everyone who has their name іп it. Check. You'll find а page with yout 
ГА 3 f : 7 ` 


i 


name. Everytime you are going to be somewhere longer then 20 minutes. 


/ ( f \ = Ë 6: } : 5 
1/2 hour, notify НО to sign you there. (Note, obviously if your job 


х 


entails running about the con floor, you won't sign in with each obs 











5 information about found items. 


(C thru shift supervisor. 


"every ne minutés. Notations of "Hyatt 2nd floor", 'Adams Basement" 


ete. are кесен, боты out to eat " is not , if fr will be over 


D E 1/2 hours. ) Use your sense, and keep us informed. "Partying " 


ж 


Will be sufficient, but tell us which hotel. 


e. Set-ups log will be. jog i by the Office Manager. 


f. РР ha сыш Duty жен will be kept vt the Shift Supervisor. They 


are responsible for anintaining ik, wpthdddh individual troubleshooters 
p may write up their own entries. This is to keep track of all problems. 

Cas. they come up, dd should include everything of any seriousness. Det 

Details. to be noted are time, каса; paople involved, typeof Drehen 


“andresolution. Add as much detail as. seems informative within common 


{ € 


sense. I£ in doubt check with Shift Supervisor. 
3. Room numbers of committee and GOH"S are not to be given out. 
4, Messages may be left for committee and сов тв in pigeonboxes. 


B. AIT rumors are to be noted in Duty manual; "and logged as to. heard 


22 Ж ca E- 
-from whom, and what degree of emphasiS. Estimate of how widespread. 


26. Read all Haasio e. on ОСА Воагӣѕ. 


\ 


27. Lost and Found is under the supervisor of Office Manager. If 


found, attach tag to item with date, time and location, and name of 
person who found. Put it in "Found" box. If item is valuble, it vill RU 


quem locked up by shift supervisor, a log wili be kept. If an item is 


| 


reported "lost" it will be logged. nae discretion when giving out P 
j : ‚ : i 


25) Fixed Services. 


С Ж 
\ 
\ } > ; d \ 


P esate 


А: Fixed Services Section Paad- -prune Dane. 


2 


(Responsible to Director and Associate Director of Operations 


` 
MON 


° 3 5 : E X CER 
as On call whenever. 
c. Responsible for maintakilhg security over fixed area's of 
convention. Will be checkáng con badges in program and ру 
areas. Maintains security over facilities, equipment, treasury. 


2. Fixed Services Aides 
a. Responsible to Fixed Services Section Head. 
b. On call whenever. pi 
с. Supervise Fixed Services Personel. 


3. Fixed Services Personel 
a. Responsible to fixed Services Supervisors. 
b.On call when on duty--4 hr. shifts. Я 
c. Maintain status quo of Security (see FS OPs Manual) 


C. Policy 

See FS Manual. : ' 

General: FS will be working extremely closely with the programming 

dept., huckster room and art show. It should be stressed that these FS 

personel are to be responsive to the needs of the respective í 

personnel and heads of these sections, as well as the requests of the 

roving troubleshooters. : | 
| | 


^ 
+ 


6. Troubleshooters 


Staff. 
a. Responsible to Director and Assistant кк Ж оЁ босқа 
b. On duty in 4 hour shifts. May be pressed into service as sas dua. 
с. онан ЬТӘ for maintainence of status quo of convention. Will deal 
with emergencies as they come up. Are to be the eyes, ears and arms 
of HQ on the con floor. Will attempt to solve everything they can, or 
| pass it on up. Will deal with drunks, requests, fights, requests, | 
deena: requests, pass on info to HQ, etc.. 


Policy 


Do good, avoid evil, throw a good PALEY sso ыл tO be written up. 


7. Operations Staff Scheduling 


Gofer requests, to be written up. 
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8; Daily Cycle 


of each department's needs. 


"A large,long convention has vany definite cycles to the шөбі eae 
flow of MAR qu. These cycles are different from ‘those of a small- ке 
medium weekend regional. an understanding of those cyeles and how they 


Parata to the individual department is essential to the proper planning 


J 
| 


Requests for information are most Prec aNent from about 11 aM, 


‚ when people start to wake up, until- about T PME when slana are being 


X 


made by the attendees Jar their evening ятын; Major. staff Work. 


& 
cy 
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is done mostly from about noon until about midnight, when the major 


Program item for the day is finighad. Minor Staff work ‘seems to go on 
from about 10 AM until ‘the dinner. hour. After the major evening. events. 
JE: £ 


= 


and 929% the. con starts business the next morning are the real 


‘slack times for Headquarters. M 


3 Cycle of the Convention As à Whole 


Before the. opening of the ron) the primary task is to perform 


П 


9504 various tasks necessary for convention setups. 
‘Purigo the opening days of the con, there are two things that. 


almost окту ied di the attention of the con staff: the smooth running 


of registration (both hotel nd con) and supplying: information to 


“attendees. | 2 A сс аан CURE e 


During the middle peers of the convention, the most pressing 


. business is the кркат of the сор and the coordination of the о 


Жый оа caen working Ой Шорага алы ча information 


L DE 2 


continue, but e fewer. 


› 
LU 


During the final portion. of the convention, there are few real 


= ' 


calls ‘upon HO other than fans having propre checking out, of the. 





hotel. The major concern at this time is the arderiy ENS 1524 
and dismantling of be con; One of the key internal problems at 
this time ТӨ lack of staff because of fans 1645116 early or feeling 
that they have "finished doing their Share" -- this places a strain 
upon the extant staff that is as bd aA that experienced during the 
opening of the con. 3 


Oh yes, one point to remember: crises don't pay any attention to 


cycles, " : ; | > 


`. 
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vi Benefits А. е 5020 PA | 


If you work on the con, you get special seating at the Hugo 


Ceremonies and Masquerade. You also can hang around the staff 
“lounge, and get free soda POR and munchies. In addition there 


will be a pac tak chance to meet Harlan, and any other pro' s you 





like. vou also get to wear a "КЫКЕ badge: 
PLEASE NOTE: 
There are certain FERREA ` our Hotel contracts that may 
paredes Geubis йоу are the following. 
ae 1: The traditional discussion parties at this ЖЕТЕ Ел? convention 
tend to run right on through to breakfast. While a certain 
amount Sof "ка. поїзе їз! йлы ss jt is unlikiiy that there will. n 
cause for serious cdmplaints, In any case, it is ваба Sere: that any 3 
complaints of a behavioral „ыз. б noise, outrageous 
(behavior She: will be. rozarion to the committee for handling. Any 
act of violence either to the korel or human being may be acted ол. ad 
е Та by hotel security staff, but if at all possible, the 
committee will be notified TN such action, б as soon as possible: 
Prior to calling in an outside agency for the handling of any ў 


він, the committee will vs. notified. The whole Pur pode of this 5220 


Paragraph is to insure that room party noise at reasonable ledelm will ge 


D 


be tolerated by ене hotel at 411 hours, as well as some of the. personal 


, eecentricities of convention attendees. And that any possible 


\ wk 


boistrousness or incipient belligerance: that can best be handled 


by peer pressure from the committee will not be taken out of the i3 


Ne d committee hands. 1 


` 


72% The hotel. coffee shop will be open until 2:00 AM Wednesday and 


ў 


(000 Thursday КЕЛЕТ: ала 24 заека Friday, Saturday and жарау; nights. 


TY 


(000 Although a skeleton staff will be all that! s needed between 4:00AM ana 


ы |. 





8:00 AM, all Grilla. avena end fryers shali remain on to allow 

for hot meals by attendees at any iue. The rest of Eka tige 

ЖАШ af taa Shop shall be fully staffed for rush hour business. 

3. The hotel will contract with the local Coca e distributor 
(to keep the soft drink machines on all floors зау аа eae 
maintanied for the duration of the convantichi 

4. The los machines will be kept properly filled and maintained 
for the duration of the convention. Should all ice machines be 
emptied, special Шаа wir be made to provide ice to tine 
енот еа members and no charge to V ther сотона ог Kt tendsac 
5. The swimming pool aiii be available to attendees on a 24 hour 
basis during the run of the ЕЕ Swimming pool а ао 
will not be restricted except by lau'or safety requirements. 

Any ә of arcban noise or ábuse of pool privelege will be re- 


ferred to the committee as per general Item 4. 


Type composition by Mary Paterno, and Steve Posner. We take 
resposibility for all boo-boos. 
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